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Chief, Tokye Bureau 25 W

Acting Chief, FBIB
0fficial Cerresponence

1. Reference is made to letter dated 10 Aungust 1948 addressed to
Colonel White.

2. Although infosmel correspomndence from field bureaus is welcomed
by Colomel White and allrmembers of his staff as a practice to Be emcour-
aged, it is pointed out that such informal letiers are mot o become the
vehicle fer efficial tramgactions., The mecessity of maimtaining ergsiiised
sdainistrative recerds, of referrimg individual problems te apprepriate
FBID staff officers and of ferwarding certaim field correspomdesce to the
administrative branches or to higher echeloms requires that all field
cerrespondence which recommends or requires acticn or which should be made
a matter of record be conducted in ferm of officisl memorandu, with each
ssmorandum donfimed, in gemeral, to a single subject. Fer example, refer-
ence letter treats subjects om which the following correspomdence is indi-
oated:

a. Hemorsndun to atteamtion of Adwimistrative Officer cancelling
by date amd nubor:/;u‘ amy, previous requisition for office fams.

b. Bemorandus to attestiom of Chief Emgimeer reportiing pregress
is use of mew Dictaphone euipment.

Ce Bemorsndun to attemtion Chief, Field Divisiom, conceraming
Hindustani coversge.

d. NMemoramdum to attemtion Security Officer reperting appareat
security violatioms om the purt of departimeatal officer; citimg
specific instamces.

e, Nemorandua to attention Admimistrative Officer reviewing
Pak case and recommending contingent request for theater clearasce.

f. Bemerandum to attention Admimistrative Officer clarifyimg

informatien comcerning paymeat fer quarters and propesing procedure
for Jume ellewance paymemts.

go Bemerendum to Chief, FBIB, reportisg violations of motor
vehicles regulatiems.

3. It will be sppreciated that an informal letter treating such
a variety of subjdcts is extremely diffioult to apportion to appropriate
staff members or to imcorperate in apprepriate files, It is desired that
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you adept the practice of coverimg all officisl transsotioms with indivi-
dual memorsnds, It is not desired, however, to discourage letter corres-
poadence with staff members on matters suitable for inforsal discussien.
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